b, [] Dispose of present accumulstion; no further accumulation anticipated, T — -
BxAmend Agplication No. _R0-263. Check One: ) Change; (O Supercede: [J Void
{4 D:tu of Serias 5. Records Saries Title (followed by title used in offica; if different)
Earliesy Latest i
| Present Probation Compact Case Files

.- | N o WHed-25(0 k)

& La e

APPLICATION FOR RECORDS RETENTION SCHEDULE DR AT ENT OF AACIETARY OF STATE
i : RECCORDS MANAGEMENT DEVISION

INSTRUCTIONS: Ses Pul .cation No. 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Records Managemant Division, 330 Capitol Avenue, Attanta, Georgia, 30334,
Amnti_o_n: Scheduling Section. -

FOR AGENCY USE 1. Agency Addrass
Apgiication Dete

FOR RECCRDS MANAGEMENT USE

Application Number

Dept. of Offender Rehabilitation 8 _ 2 _ g
Probation Compact Office o 2-60_5

1 Application Number

#2 Martin Luther King, Jr. Dr. | JU.Q% 1983 _D“'c"'“ﬂ“_f_‘
Atlanta, GA 30334 ki 18 sams | SEP.12 1988
2. Parson to Contact F’robo&'-xbw b;\) &3 1O Working Title _ Telephione Number
" Susan Davis . ) Records Management Officer : 656-5561
3. Action Requested ‘

_ & [ Estabusn Retsntion Schadule; record will cuntmua 10 aceumulata.

6. Division and Office Function What is the function of the Dmsmn and the Office in which t!'us record series is created?
" The Probation Division provides correctional supervision and rqhab111tat1on

‘programs to criminal offenders while permitting them to remain in the community.

"The Probation Compact Office facilitates the transfer of persons on probation from
. Georgia to other states and from the other states to Georgia. Each state has a

compact office for probation and each states' compact office serves as a clearing
. house and records center for communication between that -state and all other

states in matters pertaining to probatlon.

Documents relating to: Case material on Georgia and out of state probatloners
- supervised by other states. and by out of state probatloners_ .
o ) . superv1sed by Georgia. . .
Included are:
- _ Case histories, probation sentence, waivers, applications
? for compact services, progress and conduct report, investi-
gation and pre-sentence reports and general correspondence.
.- - . . . . . i R
Ftlausa_rrm ged: Alphabetlcally by name of probatloner. .
8. Monthly Refarence Rate How ofumararemrd: referred ta which are:

7. Record Series Description’ This file contains the following documents (include form numbers and tides, if any):
. - Attach samples of the file.

£

1

One to six months old _ﬁzﬂaﬂ Seven 10 twelve months old _._Q.__.. Thirtean to twenty- -four months old £ .
twtntv-fwa months and older — &2 ;

3

i8. Annuul Rats of Accumulation of Racords -

Letier-size drawdrs .

Lst;qi-ffze drawers _IL_ ; Shelves

: Cther (pecify) M&Lﬁ&_

pc#yeat—*

AR _GA_ 95, ma Ve I - . /

-~



ves | na | 10. Quertionnsire  {Place an "X’ in the proper column?! . ¢ e .
. 3. Is this tha official capy of the series?
X If not, whers is it2
b. Dost the serias contzin confidentlal information nqunrmg sccurltv hﬂndhng? 1f yes, cite (aw Or reguiation.
x Ga. Code 42-8_40
X ¢. Is this a vital record? ONLY CASE FILE MAINTAINED ON PREOBATIONER
X d. Does this.sefies have historical of long term research value?
¢. When ons or two dacuments in the fils make it necessary to keap thl enttre file for a long period, could thess
NA documents be scheduled seoarately?
: f Isthe :nfermancnmnwmwmw
}(' g. Is the information contained in this series ever analyzed and/or recorded in a summarized repornt?
If yes. attach cooy,
h. 1s thers 2 duplication of thig series in your affics, or in another office or agency?
X if yes, whera? .
- memmmmmmm?
X L_Does the record serias result in a comouter printout?
11. Rstention Requiraments The following requires the serias to be kept:
-3 Somlaw . , .~ .years. _d Auditperiod :
b. Statute of limitation years. ‘8. Administrative need 2.
c. Federal law years, . §, Federai retention instructions

Attach copy or axcert of laws or requiations. Explain adnﬁnismtfve need.

This is_ the Department's only official case file maintained on probationers.
Needed to reference for two years after probat1on period is terminated.

12. Approved Dlwo?ﬁon Instructions Thts agency recomrnends that tha file series be cut off at thc and of each:

" W Calendar Year: (3 Fiscal Year; O Other then,
01 Hold in the current files area month(s) yearls); then
1 Transfer t0 iocal holding area; hoid year(s); then
O Transfer to State Records Center; hold year(s); then
QO Destray.
O Transfer to State Archives for permanant nmnuon.
& Other [Scecify) , : .
. - "Upon termination or transfer of probatloner back to Geargia or back te another
. ~ state, place all papers in the inactive file; cut off file at end of calender

year; hold in CFA 6 monthsy; then transfer to State Record Center; hold 13 years
. then destroy : , _ ‘ - :

Vi

. Al B - - _ [

These instructions apply to all prior and future accumulations of the series,

Hesd/Designee (Signsture] Date Records Manzgemenmt Officar {&gmtwv}

> O e _ 7/)%‘?

.~ Stats Records Committss [Signature)

Recommendations in para- ( ]
graph 12 are approved. State Auditor/Designes - B ) f’

{If disepproved, attacht latrer % H—
of explanation.) | Y Sacretary of State/Designes W W b~ 1}3

Attorney General/Designee

. AR—50-71; Aev,76
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APPLICATION FOR RECORDS RETENTION SCHEDULE LR AR T o SECRETARY OF gg;;gm

e s RECORDS MANAGEMENT DIVISION

INSTRUCT IOHS Sce Publication No. 76--RM~1 for instructions on completing this form. Forward signed ofiginal to
Department of Archives and History, Records Managemant Division, 330 Capitoi Avenue, Atlanta, Georgia, 30334,
Anwnwn.deﬁmnmSmnmm . .

'FOR AGENCY USE '_% 1. Agency Address L : FOR AECORDS MANAGEMENT USE
Apgicstion Oute | Dept. of Offender Rehabilitation |APplication Number
Probation Compact Office , BD—-— ?__&3
| Application Numbaer - 800 Peachtree Street ' "~ {Oetsfucsived = Dete Completed
Atlanta, GA 30365 , APR - 9 1980 [APR 2 8 1980
2. Person to Contact T - w Forldﬂg Titla Telephona Number
- Susan Davis 7 o Records Management Qffic¢er 894- 5562 .

3.Aﬂhnﬂuwﬂnd T
8. O Estabisn Retention Schedule; rcoord wil! continue to acwmu!an.
b. O Dispose of present accumulation; no further accumulation anticrpated

c. _f) Amend Application No, . Z3-464_____ Check One: X] Change; (J Supercede: O Void _

4, Dotu of Sarias 5. Records Sarias Title [followed by titie used in office; if drffarmt}
Earliest Latest ‘
'I Present Probation Compact Case Files B
8. Division and Office Function - What is the function of the Division and the Office in: which this record serias is created?

The Probation Division provides correctional supervision and rehabilitation
programs to criminal offenders while permitting them to remain in the com-
munity. The Probation Compact Offlce facilitates the transfer af persons

on probation from Georgia to other states and from the other states to
Georgla. Each state has a compact officeé for probation and each states'
"compact office serves as a clearing house and records center for communication
between that state and all other states in matters perta1n1ng to’

probation. . A : . =

e

7. RocosrdS«hs szpﬁon ’ '!;hnﬂh oomamsdnfoﬂowmg dowmcrm {mel’uda fmnumbenmd titles, ffanyj s
Maintaining - - . P
DOWMBN’&MQW' /Case material on Georgia and out-of-state probationers
- ~supervised by other states,and by outnof state probationers
supervised by Georgia.

hdmhd#m Case histories, probation sentence, waivers, applications
. ‘ for compact services, progress and conduct reports, invest-
igation and pre-sentence reports and general correspondence. -
Fils is arranged: Alphabetically by name of probationer.
8. Monthly Refersnce Rate How often are records referred o wh:ch are: ) N

One to six months oid
twentv-ﬁvo months and oider -

9. Annud Rate of Accumulation of Rsoords o —
Lettor-tize drawers Lnga!-sm drawers : Shelveg

+ s

: Seven tn twelve months old

;. Thirteen to twenty-four months old

; Other {pocify)

AR_GN_T1: Ra.- Y& ——t




ves | w0 1 10, Ouertiganaire __(Place an "X in the proger colurml - | )
a. ls this the official copy of the series? . . o

If not. where is it? _ o

b. Does the saries contain confidential mforrnataon requiring security handling? If yes, cit law or regulation. : '

| © ls thusa vital recufd? ONLY CASE FILE MAINTAINED ON PROBATIONER

d Does this series have historical or long term research valua?

e. When one or two documents in the fils make it necessary to kesp thl entire file for a long period, could thess
NA | docyments be scheduled separatalv?

J X ]t !smmmmmwmmmﬂ_nm coOv.

g. Is tha information contained in this series ever analyzed and/or recorded in 3 summarized report?

if ves, attach coov,
X h. Is thera a dupiication of this sarias mveur off‘ ice, or in anather offics or agency?
"w; IN THE FIELD PROBATION OFFICES

!N‘M

Y 11 munmmm urmtnut?
Hlmﬂoﬂ Requirsmmants " The following requires the seriss to be kept:

‘a Sawe Law - ' Years, d. Audit period years.
b. Statute of limitation : . YE3TS, : e. Administrative need 5H yosrs.
& Fsderal law . Years, £, Fuederal ratention instructions years

Artach copy or axcert of laws or regulations. Explain adniinis’trative need. T

Tﬁls Ts The DeparfmenT‘s on] » |
y officlal case file marnfarned oh robaftoie N
1o reference for flve years after probaTton per:od is +erm:na%eg : o eeded

12z Appmvod Dlspumwn Inm:dona Thls agency recommends that tha file series be cut off at :he end of each:

S

) o ' " 'O Catendar Year; 03 Fiscal an,x Other Le then, !
D Hotd in the current files'area . month(s) year{s); then - '
O Transfer to0 locat holding area; hold - Yyear{s); then

O Transfar to State Records Centsr; hold _year{s}; then

Q Destroy.
3 Tesnsfer 1o Stats Archives for permanent retention.

(X Other {prr'fyl
of probaiion

Upon terminationjor transfer of probationer back to Georgia or back )
to another state, place all papers in the inactive f11e, cu+ off inactive y

fsle at end of each calendar :
_ year; - hold in current filés aréa | yearsy +h
to State Records Center; hold 4 years; then destroy. Y 73 hen franster

L

Thess instructions apply to afl prior and future sccumulations of the series.

[Signature] Date Records Mansgement Officer (Signature) Dgte

/Mw

Stats ae::orda Committes [Signature)

'Recommdatiom in para- : ' : 1
graph 12 ars approved. State Audltor/Designee < - - 4- 1?— &1
(If disspproved, attach lettar .
of explanation.) _ 4 Secratary te/Designes -} ‘7' -/ ? g
‘ Attorney General/Designae %/% - S, /4
/ N

A= 71. Rev. 78



